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AGENDA

 How to request a traveler

 Orientation 

 Evaluations and feedback to agencies

 Payroll

Traveler Policy: NDM B-02

Traveler Website: 
http://www.upstate.edu/hr/new_staff/orientation/travelers

.php

http://www.upstate.edu/hr/new_staff/orientation/travelers.php


REQUESTING A TRAVELER

 Via your Director
 NBO meets every 2 weeks to review staffing details and potential traveler staff needs 



NBO NEXT STEPS

 Posting

 Interviewing

 Offer

 Traveler sheet update

 Notification to unit



ONBOARDING AND ORIENTATION



SUGGESTED ORIENTATION TIMELINE

 This form has been eliminated…



CLINICAL TRAINERS TIPS



ORIENTATION REQUIREMENTS 

 Mandatory orientation packet from OTD submitted to NBO within 1 week after 
starting

 Unit-based PBO in Self-Serve & other unit-based requirements 

 Cross-campus orientation in Self-Serve



EVALUATIONS 

 Due:
 Completion of unit orientation (usually 3 

shifts)
 6 weeks from start date
 Every 6 months or at completion of 

contract 

 Any performance or behavioral issues, 
please include NBO and address traveler 
directly. NBO will contact their company, so 
they can address issues as well

 Most up-to-date forms can be found on 
NBO website

 Send documents to NBO@upstate.edu

 Terminating a contract

mailto:NBO@upstate.edu


PAYROLL

 Due first day of new pay period by 1000 am

 If traveler punches in early, Manager should :
 Take away extra time using pay code: Traveler Regular

 Subtract the amount of time they punched in early 

 Select comment: Employee not working

 Add note: TN punched in too early

 If their time card is approved with early punches, it is assumed they are on the unit 
working, and they have been approved to come in early

 Class traveler biweekly is the only work rule for TNs, they do not receive PPT, SGT, or 
OT/ET

 Please ensure they are floated into an RN job, so they count towards direct care hours



THANK YOU
Any questions?

NBO@upstate.edu

315-464-4420

mailto:NBO@upstate.edu

